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Click the checked icons in the upper right corner of
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need your attention click the icons.

YOUR DASHBOARD

MAKING CHANGES ON YOUR DASHBOARD Robert

The new employee integrated dashboard will display all your personal

information. For example: time off, compensation, 401K, and benefits. Employees may edit their personal information. In
order to edit a field click the add, edit, or delete icon.
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MANAGE YOUR PERSONAL INFORMATION MANAGERS: ACCESS YOUR TIMESHEET 4 syncHR.
Ceoorta Lie Event : 1. My Account. 1 oy Asosunt
. Lt i 2. My Timesheet.
Report a Life Event Change Reason 3. Select an option. My Mailbox 3 My Current Timesheet
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TO REQUEST PAID TIME OFF:
MANAGERS: MANAGE EMPLOYEE MANAGERS: TIMESHEET CHANGE
1. Select the description of PTO. TIMESHEETS REQU ESTS
2. Enter the day and type.
3. Add comments if necessary. 1. From your menu drop down. 1. From your menu drop down.
4. Click SUBMIT to process your request. 2. Click Manage Time. 2. Click Manage Time.
‘ 3. Click Manage Timesheets. 3. Click Manage Timesheets.
fEer ‘ 4. Select an option. 4. All Timesheet Change Requests.
Time off  PTO B x
REQUEST TYPE
Full Day
© pate 09/02/2016
Partial Day (Start/Stop)
Date From To Total Workflow: Time Off Request (Manager)
S— MANAGERS: TO VIEW PTO Employe: ¢ Donld ng (ANG 1013
Date Total Hours Auto Populate Day Auto Populate 1/2 Day BAI-ANCES FOR AN EMPLOYEE Date: OB/O?JZO]G(Friday)
Multiple Days Hours: 8.00
From . To . Total Hours Per Da
. - ’ Also view PTO for your team by the day, R— rs—
COMMENTS week, month, or year on the calendar. i rejces Ve e
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MANAGERS: ) Jacqueline Harris é ‘ *- s e
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AND To DO LIST MY TO DO ITEMS )
IN THE FOLLOWING ORDER FOR THE PAY PERIOD
Here, you can approve Workdiont Thaseabest (Mamagen
PTO requests, timesheet Enployee  Lee Toou (ANG1014) 1. Approve all t!mesheet change requests.
Pay Pariod: | ANGEWH_RE Weskly 2. Approve all time off requests.
Change requests Date: 07/25/2016-08/07/2016 . i . ..
3. Make edits to timesheets. (exceptions/missing punches)
and approve timesheets e S 4. Approve timesheets.
Employee: Steven Ray (ANG-1032)
B Pay Perioa: ANGBWH_Bi-Weekly &) P SME
Date: 07/25/2016-08/07/2016 Fﬂ’i/ ﬁ ﬂ
Workflow: Timesheet (Manager)

Contact Human Resources in your location.



